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OFFICE OF THE SECRETARY OF STATE 

DEPARTMENT OF ARCHIVE AND HISTORY I RECORDS MANAGEMEN ? DIVISION 
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APPLICATION FOR RECORDS RETENTION SCHEDULE 
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~~ 
~~ ~ ~- . .~ ~ ~- .. -~ . ~. ~~ 

13. Action Requened -.f 
a. 
b. 

J Estaoiisn Retention Schedule; record will continue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. -~ ~ ~ ~- [..- c . _ ~ ~ ~ A ~ n d A p p l i ~ t i o n . ~ O . o 7 9 ' 3 6 .  ~ ~ Chock One: 0 Change:.- O.~Supercede:. O_V_oid-_ . -~ ~~ -_~..I ~~ ___ j 4. Dates of Series 5, Recard&ries Title (followed by title used 6 office; if different) 

Ea::ia.t Latest 

1970 1. T~ o ~ Date - ~ ~- ~ -~ -~ Loss . . and ~ P i l ferage ~ _ _ ~ .  - Reports - ~ ~ _ -  - 
What is the function of the Division and theoffice in which this record series is  mated? e. Diviscuin s n ~ :  *ice Functim 

To Port '  Pol ice Department i s  responsible for  vehic le secur i ty  (issuance and maintenance 
of a l l  decal records, logging of non-regfstered vehicles, processing o f  incoming and out- 
going trucks) , in te rna l  sec i ru ty  (conducting record checks f o r  a l l  new personnel, per iod ic  
tes t i ng  o f  secur i ty  procedures for, i n t e g r i t y ,  inves' t igat ion i,nto background f o r  Port Pol ice 
personnel), physical secur i ty  (conducting r o l l i n g  pa t ro l s  and key pa t ro l s  through a l l  
areas of the Port).  Maintain f i r e  prevention systems, conduct f i r e  prevention and 
f i r e  f i g h t i n g  t r a i n i n g  f o r  Por t  Pol ice personnel. Enforces t r a f f i c  ordinances, develops 
and maintains parking p lan and maintains l i a i s o n  w i t h  other agencies: example, Coast 

, .  

i .' INSTRUCTIONS: See Publication' No. 76-RM-1 for instructions on completing this form. Forward sig&d original to  
Department of Archives and History, Records ,Management Division, 330 Capitol Aveqbe; Atlanta, Georgia, 30334. 
Attention: Scheduling Section. , 

I .  

1 - FOR i ~ . _ _  AGENCY .. USE....._-- ~~~ -Tl .-Agency A x s s  
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1 
Georgia Ports Author i ty  
Administrat ion Div is ion,  Por t  Pol ice 
P. 0. Box 2406 

Ao~itcation Data 

I_--;___ 1/25/83 --_ _. 

' 4~0l i~at ion Numbs. 

~ ~.~~ ~ . . - -- ~~ ~ ~- - .- ~~ _.--. ----*I ! 
7. Record Series Desaiption This file contains-the following documents (;dude form numbers and titles, ifany): 

Attach samples of the file. 
Documents relating to: 

Loss o r  p i l f e rage  o f  cargo a t  G.P.A. f a c i l i t i e s  by t h e f t  o r  shortage. 

Included are: 
Report o f  invest igat ion,  Loss and Pilferagt.?worksheet showing: 
location, date, date o f  report, t ime of reDort. t ime discovered. 
by whom, descrfpt ion and amount of loss or '  p i l fe rage,  value, 
Import, export, storage, name o f  receiv ing c lerk ,  b i l l  o f  lading, 1 numbef-, i n te l l i gence  information. 

i 
I 

File is arranged: 
Numberically by assigned number. 

I 
I 
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i 

~ . ~=~ ___ . ~ ~ ~~ ___- _-___ ~cI_c _..-- ~~ J_~__~L .I__- 
8. Monthly Reference Rate How often are records referred to which are: 

One to six months old -1s=-~ .; Seven to twelve months old &--; Thirteen to twenty-four months old A,-..---; 
twenty-five months and older-2 ~ .-7 

Letter-size drawers ___ ; Legal-sire drawers - I  ' Shelves ___; Other (specifyl .- . ~ -  
9. Annual Rate of Accumulation of Records 

_____ __ _ _ _  _.__-__ __ _-_- ~- .  ~. _ ~ ~ . ~ ~  ~ .____ _-______I. 
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Attach copy or excerpt of laws or regulations. Explain administrative need. 
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I?. Aooroved Disposition I ons . This agency recommends that the fi,le series.be cut otf a t  end of each: - .  
~ .',. - - - .  .. - . . 

&I Caienaar 'fear; @ Fiscal Year: 0 other .'-. --~ , . :. I . . i  , '  . , ~ .  . - , . ~ I ~  ~ -._---,then, _ _  
, . : ~8 .. ; 8 

. , .  . . .  . -  _ _  - - ,  
.. .. - .. 

.. .,.. ~ , .  . .  
. - .  

. .  ~ . _. ' S  

. .  . 1 '  ,,- . , ~  
63 Hold in the current file: area -L ~~ I i,msnth(s) ~. ' 
8 Tramfsr to lo-! hosing area,hsld -1 - : I .- --yes:!~); then " 

0 Tranjfer to Stafe Records Cefi?ei; hold A- ' .. . .-,--.,yeir[s); therr 
d Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other ISpetify) 

~1 year(s); then 
. .. , . -  

- - . , . -  
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. . .  

. ,  . . , . .  . -. 

j 
f ~: 

- : 
3 

1. 

. .  - 

. .  

. .  

.~ . . - .  - 
F 

.~ . . .  

I :  These instrua.ms apc , to al l  prior and future accumulations of the series. 
! !  

____ .--- - 

State Auditor/Designee 
Iecommendations in para- 
iraph 12 are approved. 
If disapproved, attach letter 
If explanation.) 



, I .  , 
APPLICATION FOR RECORDS RETENTION SCHEDULE 

i 

OFFICE OF THE SECRETARY ARCH,VES ANI) O f  STATE HISTOR, 

RECORDS MANAGEMENT DIVISION 

I FOR AGENCY USE 1. Agency Addrey 
~ l l c a t l o n  08n Georgia Por ts  A u t h o r i t y ,  

Admi n i s t r a t  ion  D i  v l  s ion; P o r t  Pol  i c e  
Post O f f l c e  Box 2406 

PIC -̂ Wil l iam L. K i l r o y ,  J r .  Chief of P o r t  - Po l i ce  964-1721, # 211 
3. Action Requested . 

a- ?3 Estao~isn Retention Schedule; record will continue to accumulate. 
b. o ~ i s p o m  of present accumudn: no further aceumutation anticipeted. 

i FOR RECORDS MANAGEMENT USE 
AoDliution Number 

L, Z Amend Apolication No. Checkone: Q Change; 0 Supercede: 0 Void 
. 1. Dater of Sarias I 5. Recards Series T i e  lfollowed by e'de used in OffiC8; if different) 
f Eorlks: btest 

1 1970 1 To Date Loss and P i  I ferage Reports 

I 

' 

The P o r t  P o l i c e  Department Is responsib le  f o r  veh ic le  s e c u r i t y  (issuance and maintenance 
o f  a l l  decal records, logging o f  non-registered vehic les,  processing o f  incoming and ou t -  
going t rucks ) ,  i n t e r n a l  s e c u r i t y  (conducting record checks for a l  I new personnel, p e r i o d i c  
t e s t i n g  of s e c u r i t y  procedures f o r  i n t e g r i t y ,  i nves t i ga t i on  i n t o  background for Port P o l i c e  
personnel), phys ica l  s e c u r i t y  (conducting r o l l i n g  p a t r o l s  and key p a t r o l s  through a l l  
areas of t h e  P o r t ) .  Mainta in  f i r e  prevent ion systems, conduct f i r e  prevent ion and 
f i r e  f i g h t i n g  t r a i n i n g  for  P o r t  Pol i ce  personnel. 
and mainta ins park ing  p lan  and maintains l i a i s o n  w i t h  o the r  agencies; example, Coast 
Guard, F.B.I., G.B.I., Customs inc lud ing  surve i l lance,  i nves t i ga t i on  and p l l f e r a g e  

Enforces t r a f f i c  ordinances, develops 

7. R m r d  &rka Desaiption This  file contains the following documents (include form numbers and tides, if any): 
Attach samples of the file. 

t 
induded r e :  i 

File arrangec i 

Report of inves t iga t ion ,  Loss and.P i l fe rage worksheet showing: 1 

locat ion,  date, date of repor t ,  t ime o f  repor t ,  t ime discovered, 
by whom, desc r ip t i on  and amount of loss or  p i l f e rage ,  value, 

expor t ,  storage, name of rece iv ing  c l e r k ,  b i l l  o f .  lading, 
i n t e l l i g e n c e  in format ion.  

import , 
number, 

Numer i c I ~ Y  by Ass; 

8. Monthly Reference R i te  

One to six months old 
kow often are records referred to w h i m d r ) :  

5 l o  ; Thirteen to twenty-four months old 1 ' ; s v e n  to twelve monas 010 

months and older 2 ? 

letter-size drawers ; Legal-size drawers -: Shelves ; Other Ispeu'fyl 1 of Accumulation of Remrdr 
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-, yean. d. Audit period 
5. Statute of limitation years. a. Administrative need 

f. Federal retention instructions 
~~._ ~~~ ~ __ ~ ~ ~ ~ ~~ ~ ~ ~~ 

~ ~~ ~~ 

: i  

1 . 
. .  
> .  

+ Attach copy or excerpt of laws or regulations. Explain administrative need. .. : ' I  . 
. ,  . .  

j 

. -  . . -  
. . _ _  - 
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12 Aoyou.4 Disposition instructions ' fhir'ag8nCy recorninend3 that  :the f i le *pries be &r off at thb end of each: . -  . .  . . .  
i . ,  

-.tnen, i @ &len$ar Year; 13 F i s d  rear: 0 Other . -  - .  < 

- i 
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8 Oestroy. ! 
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1 
. .  . .  . .  

- a Hold in thc current files. area ' mont&l 1 *iear(s); then 
1"1 Transfar to lo&l holding area, hold - 2  year0);then . - - 

Q Orandw to State %cords Center: hold 

C! i:ansfer to State Archives for permanent retention. 
3 %her i$wcifyJ 

~ ~. 
. . .  

year(s1; then 
. ,  

i 

. . .  - 

These instructions apply to a l l  prior and future iccuniulationr of rke series. 
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I s -I 
Date 

I 

Recommendations in para- 
graph 12 are approved. I State Pudi:orlOesipnee - I Y '  

L.- 

IW 
flf disapproved, anadr lettw 
o f  explanation.) Secretary /Designee 


